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	CAREER OBJECTIVE


To be an integral part of a professional team where I can apply my knowledge and professional skills to add value to the company’s business, and achieve the corporate objectives, while getting exposure to new challenges, professional satisfaction and personal growth.  
Post applied for:PRO
	PROFESSIONAL HISTORY


DUBAI ELECTRICITY&WATER AUTHORITY
Nov 2009-Till date

· Job Profile: -PRO CUM DRIVER
· Visa related activities applying and continuously monitoring of applications on DNRD.

· Arranging staffs Medical/Identity card & tacking of renewal for the same.

· Renew, update and maintain all employees and their dependents’ visas and contracts in a timely manner to ensure that company's records are up-to-date in the labour and Immigration Departments.

· Provide service, support and assistance to new and existing employees on their requirements such are driving license, car registrations, legal requirements to ensure that PR services are provided as required.

· Represent the Company at locations such as the Police Station, Municipality&RTA or any 3rd party.

· Trace / retrieve records related to staffs as and when required.

· Daily Updating of staff working/on leave.

· Monitor daily manpower availability status.

· Maintaining staff records and other administrative& HR related work.

· Assist all works related to the HR department.
· Prepare vehicles/machinery police accident reports on /off duty.

· Vehicles/machinery Fuel Card &Registration expiries follow up with the section garage Coordinator and update in system accordingly.
· Vehicles Traffic fines follow up.
· Deal with general enquires regarding PROfunctions promptly and efficiently to enhance the level of department service.

· Implement and maintainoffice systems.
· Report to HR Manager & Administration.
· ITP publishing &Timeout Tickets(Temporary employee)
· Engaged in direct selling of tickets by telemarketing or by outdoor activity.

· Supervising on doors tickets sales& assist.
· Calling potential customers for online reservation of the tickets.
· Complaint handling and managing difficult customer situations.
· Full exposure to explanation of the scheme, distribution of free brochures and direct selling and marketing of products up to achieving esteemed network.
	PREVIOUS EXPERIENCE HISTORY


· Customer Representative Du-UAE  (Feb2008–Oct2009)

· Selling and marketing the products of Du.
· Organize and coordinate meetings with customers.
· Introducing new products to customers.
· Recognized as one of the best promoters of the Department.
· Supervise office staff.

· Monitor and record long distance phone calls.

· Prepare time sheets.

· Review and approve supply requisitions.

· Update organizational memberships.

· Maintain office equipment.

· Assist in secretarial functions.

· Ensure filing systems are maintained and up to date.
· Ensure protection and security of files and records.
· Ensure effective transfer of files and records.
	ACADEMIC QUALIFICATION


· Certificate: pre secondary

· Year:2006

· School: the central school Dubai.
· Certificate: Matriculation 10Th –commerce group
· Year: 2007
· School: EDUSCAN (DUBAI-UAE)
· Certificate: General knowledge.
· School: UNITED SCHOOLS INTERNATIONAL.
· Year: 2005
· Certificate: Computer course (MS OFFICE)
· Year: 2003

· Institute: High line computer Training management studies (DUBAI)
· Certificate: First AID (Emergency aid and appointed persons)
· Year: 2011&2015
· Institute:DUBAI CORPORATION FOR AMBULANCE SERVICES.
· Certificate: Fire Extinguisher

· Year: 2012

· Institute: In house Training (Dubai Electricity and Water Authority)
· Certificate: Risk assessment

· Year:2014

· Institute: In house Training (Dubai Electricity and Water Authority)
· Certificate: Maintenance and operation of jcb3cx and 4cx Machines

· Year: 2011

· Institute: Galadari (Dubai)
	PROFICIENCY IN COMPUTER


· MS Office Professional

· Access programming

· Typing skill

· Communication skill

· Inter-personal skill

	LANGUAGES


· Fluent in English (Reading and writing)

· Fluent in Arabic (Reading and writing)
· Fluent in Urdu (Reading and writing
	PERSONAL ATTRIBUTES


· Fast thinker with analytical analysis

· Quick response to problem solving 

· Social and confident

· Good listener

· Good and active team player.

	PERSONAL DETAILS


Date of Birth                          : 21-MAY-1989

Nationality                             : Pakistan

Religion                                 : Islam

Marital Status                        : SINGLE
Visa Status                             : EMPLOYMENT VISA

Languages Known                 : English, Arabic, Hindi and Urdu
	REFERENCE


Reference will be readily provided upon request.
